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g] ESTABLISH DISPOSITION STANDARD; _ DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
8 .Earliest & Latest |9.Exact Series Title T
Dates of Series Covernor's
1971 to date ‘Intern Questionnaire Files

;O'What is the function of the office in which this record series is created?

The Governor's Office of Special Affairs is responsible for providing
assistance and support to the Governor. The Office acts as liaison
with consumer affairs organizations, the Southern Growth Policies
Board, state agencies, and county and municipal governments, and
provides technical assistance and expertise to these organizations.

The Office also administers the Governor's Intern Program by recruiting
students to provide short-term project-oriented assistance to
organizations and agencies,
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11. This file contains the following documents (1nc1ude form numbers and titles, if any,
and file arrangement)

Documents relating to: Evaluatlng interns and the 1nternship program.
Included are: Pre-internship and Postrinternshlp Questionnaires fllled in

by interns; Host Agency Questionnaires prepared by the intern's
supervisor in the host agency; and, if the student receives academic

Files are arranged: By type of questionnaire; thereunder chronologically
by academic quarter; thereunder alphabetically by name of intern.

ATTACH SAMPLES OF THE FILE

credit, a Faculty Advisor Questionnaire. (No form nos. on questionnaires)
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QUESTIONNAIRE Pisce ap "x” in the proper column. If anawer is "YES,™ piease erpiaicn 'YES N( .
13. Is this the Record Copy of the series? _ X] [ ]
1h. Is there a duplication of this series in another office or agency? . x]1 [ 1]

Host agency and faculty advisor maintain copy of their questionnaire.
15. Is the information contained in this series ever summarlzed or publlshed7 ] [x]
Attach copy of summary or publication. i
16. Does the seriés contain classified information’ requlrlng security handllng? ‘ [ 1 Ix1
17. Does the series initiate, amend or terminate agency policies "and procedures? [ [x]
18. Could the function be performed if the files were lost or destroyed?. f[x] [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x]
20. Does the record series provide data as input to an EDP file? [ 1 x]
21l. Does the record series contain documentation produced as EDP printout? [ 1 [x]
22. Has the Federal Government issued instructions governing the retention/dispo~ [ 1 ]
sition of these files? o 7 ) .
23. Will there be a need for these records 10, 15 years from now? If yes, what? 1 ix]
2L. REQUIREMENTS. The following requires the files to be kept 5 years:

a.[)STATE ~ b.[]STATUTE OF  c.[]AUDIT, a.[]FFDERAL _ e IXADMINISTBATIVE  f.[ JKISTGRICAL

LAW LIMITATION PERIOD LAW DECISTON VAIIE
(Cite Law, Statute, or other reasom for the reterntion r~ quirarsnt!

Research on Interns is dode on questionnaires up to 4 years old,

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each ~[JCALENDAR YEAR -[]FISCAL YEAR -[]OTHER sthen:

Hold in the current files area - _month(s)/ year(s}:

Transfer to [x] State Records Center [ ] Local Holdlng Aresn; hold 3 year( ):
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.
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